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LAST REVISED DATE: 05/01/2017 

General Information 

Task Process Information 

Running the Trial Balance Report 

Note: If additional assistance is needed, please 
contact the respective AOC Department staff or the 
JIS Service Desk. 

This report combines detail and summary balance information. It shows the 

ending ledger balances for the specified year and period by ChartField 

combination. Also displays subtotals by ChartField and prints a final total for 

debits and credits.  

 

GEARS Navigation 

General Ledger > General Reports > Trial Balance 

 

 

 

•  

 

 

1.0  Process 

This document is intended to provide a quick reference to completing standard transactions within GEARS. 

STEP ACTION DETAILS 

1. Select the "Add a New Value" Tab.   

 

 

2. Enter a Run Control Id 

This is the name you would like to 
save your parameters selected as.  
No spaces are allowed. 

 

3. Click the  button. 
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4. In the 

 
box, enter the 
following 
information. 

 

• Business Unit – This value will always be ‘MDJUD’. 

• Ledger – This value should be ‘ACTUALS’. 

• Fiscal Year – Select the year you are searching. 

• Period – Select the period you are searching. 

        (NOTE: Period 1 = July, Period 2 = August, … Period 12 = June) 

 

 

5. Click on the  button to blow out the chartfield detail criteria. 

6. Add criteria to the 

 
area. 

• Sequence – Enter the sequence number for each included chartfield to designate the 
sequence number of the chartfield on the report. 

• Include CF – Check the box on the line for each chartfield you want to view on the report. 

• Descr – Check the box if you would like to see the description along with the chartfield value 
on the report. 

• Subtotal – Check the box to subtotal for the chartfield on the report. 

• Value / To Value – Add a From Value and a To Value range for each chartfield line to further 
define the report criteria.  If left blank, all qualifying chartfield values will be included. 

 

7. 
Save the run parameters for the next time of use by clicking the  button. 
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8. 

 

Click on the  button to start the report. 

9. Confirm the Trial 
Balance Report 
line is selected 
(checked) and click 

on . 

 

10. Click the link. 

11. Click on the 

  button 
until the process is 
listed with a Run 
Status of ‘Success’ 
and a Distrib Status of 
‘Posted’. 

  

12. Click on the link. 

13. 
 

Click on the link. 

14. 
 

Click on the  tab. 
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15.  
Click on the 

link that corresponds to the 

process date and time that was 

run. 

 

The report will open as PDF in a 

new window. 

 

 

16. 
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